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November 27, 1979

Mr. William J. McDonald

Records Management Officer

Georgia Department of Human Resources
Room 621 Health Building

Atlanta, Georgia 30334

Dear Bill:

Harmon Smith and Mary Hall have shown me your proposed method for
writing retention schedules for the Fiscal Accounting and Control System
(FACS). Under normal conditions such a method would not provide us with
enough informaticn about each series to make a proper archival appraisal.
At the same time, however, we feel 'that there is very little likelihood
that any of these detailed fiscal reports would have permanent research
value. Also, we can appreciate the enormous amount of time that would be
required for a detailed description of each canputer printout report.
we will, therefore, accept your use of this method under two conditions:

(1) that this method is to be used only for the FACS schedules, and

(2) that no additional computer printout reports be included under
this schedule. That is, any new reports that are added later should be
scheduled separately.

I appreciate the fine work you are doing to further records management
in your department. Iet uUS know whenever we can be of help to you.

Sincerely,

(Miiss) Carroll Hart
Director

' Cl:jhs
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2002
2003
2004
2005
2007
2008
2009
2010
2011
2012
2020
2021
2022
2023
2024
2025 -

2026

2028
2030
2031
2032
2033
2034

2035

2036

B =T

FACS RE

Report Namae

Expense Sub-System Journal

o2
Expense Sub-System Journal YTD

R0-D
%eference No. Status Report

£30-u
YTD Reference Number Status Report

20-5
Travel Consultant Log

ﬁo—(a . -

onthly Detail Activity

30 -7

D{gly Exp. Sub-System Journ 1

20 - £ o
Month, Quarter, or YTD Expense Activity

f>o-9 -
YTD Expense Activity

Ro- 16 .
onth, Quarter, or YTD ECOA Detail

i%ﬂo—n o
onth, Quarter, or YTD Cash Activity
El=Xay

YTD Cash Activity

(Bo-13
Cash Disbursements Journal

(2o~ 1t )
Source of Disbursements

Bo-18 _ -y
Fund Source Disbursement Monthly Detail

20 - | :
Fund gS’ource Disbursement Monthly Recap.

O-\ .
%ank Zeconciliatlon Report-outstanding
Checks
ado-ie

Paid Vendors Report

o-1G

ayables Due
DO -20

Past Payables Due
20-2a1
Outstanding Payables by Vendor
B0-2% o :
Outstanding Obligations by Project
2o -23
Outstanding Encumbrances
B0-a4
Outstanding Encumbrances-1st revel
Organization

go-:us .
utstanding Encumbrances-2nd Level
Organization

PORTS

Retention
slassification

L

l
l/Mfiche
l/Mfiche
l
2
?
2
l/MFfiche
1
1/MFfiche
1/Mfiche
1

1

1/Mfiche”

Custodian of

Record Copy

Offc. Acct. Svcs.

n

"

N

"

Page 1 of 9

Retn. Class for
Dist. Copies to
Mfices, Inst., Etc.

N/A
N/A
2
2
N/A
N/A

N/A

N/a
N/A
N/A

N/A
N/a
N/A
N/A

N/A

N/A
N/2
N/A
N/A
N/A
N/A

N/A

N/A
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2037

2038

2039

2040

2041

2042

2043

2044

2045

2046

2047

2048

2050

2051

2052

2053

2054

2055

2056

2057

2058

2059

2060

2061

2062

1

1.

-

FACS REPORTS

Report Name

B0 -2
Jutstanding Obligations by Org./Proj.
Bo -

>rior Year Payables Activity
Bo-2Le -

Jutstanding Payables by Fund Source

Bo-29 _
Ixpenssg File Update Proof List

Bo-30 i .
ixpense Transaction Code Daily
Bo-31\

Redistribution Activity
20-32

check Audit Update Exceptions

Bo-33 o
duplicate and/or Conflicting Input Lis

eo-3Y4

Corrections-77

o-35

Transaction File Error Messages
20 -3G

Batches Pending Report

20 -37

Check Run Errors

s0-38

Vendor Code Book- Alphabetic
A0 -39

Vendor Code Book-Numeric

eoc-4o
Forced Budget Updates

8o -ul )

Budget Overrides by Organiz.

8o -42

Expenses Rejected iIn Budget by Batch

Bo-43
Expenses Rejected in Budget

co -4y . o
Budget Overrides by Activity

Bo-ub
Expenses Posted to Budget

Bo-UYe
Expenses Not Sent to Budget

Bo-47T .

Summary Budget Override Report
ao-48

Outstanding Payables

Bo-UG

Outstanding Payables-1st Level
Organization

Be- 6O

Outstanding Payables-2nd Level
Organization

e e e e g

Retention
lassification

/Mfiche

)

/MFfiche

Page 2 of 9

Custodian of
Record Copy

Off. Acct. Svecs.

1
"

n

n

n

Off. Budg. Admin.

Off. Acct. Svcs.

Off. Budg. Admin.

"
"
”

n

Off. Acct. Svcs.

Retan. Class for
Dirt. Cogiss to
fices, Inst., Etc.

N/A
N/A
N/A
N/A
N/A
N/A
N/3
N/A
N/A
N/A
N/&
N/A
N/A
N/A
N/A
N/A

N/A

N/A
N/A
N/A
N/A
N/A

N/A

N/A




Report #

2065

2070

2071

2075

2080

2081

2100

2101

2102

2120

2122

2130

2131

2132

2160

2170

2180

2190

2202

2203

2210

2211

2212

2215

2216

2217

L

Report Name

BB
Outstanding Payables by Object Class

20-52
Offline Expense Entry Report

80:‘53 »
Offline Encumbrances Report
Bo- 54 _
PCOA Expenditure Report
Bo-55 ,
Acct. Pay. Diff. Report
2o - 50
Cash Diff. Report
Bo-857 .
Labor Exp. Journal by oOrg.-Pat Period
Ro-58
Labor Exp. Journal by oOrg.-Month
2o-5A4
Labor Exp. Journal by org.-gQtr.
Bo-10 .
Labor Exp. Journal by Project-Pay
Period
Bo-6|
Labor Exp. Journal by Proj.-Qtr.
o -l
Labor Exp. Journal by FS-Pay Period
Ro-63
Labor Exp. Journal by FS-Month
Bo-o4
Labor Exp. Journal by FS-Qtrly.
&o-65
Labor Expense Summary

-l
Labor Charges-Auditor
2o-67
Labor Dist. Control Totals
Bo-(=
Labor Dist. Errors

co-
RevenuéaSuhsy. Journal-Month

&0 - 70

Revenue Subsy. Journal-YTD
-7 |

Org. Revenues-Month, Qtr., YTD
20-72

Projeé@ Revenue-No., @Qtr., YTD

-73
Fund Source-Month, Qtr., YTD

a|
Organization Revenues-YTD
E- (5

Project Revenues-YTD

-706 =
Fﬁ%ﬁ Source Revenuew-YTD

-

FACS REPORTS

Retention
slassification

1

1

1
1
1IMf iche
2
1

1/Mfiche

|

1/Mfiche
1
1
1/Mfiche
1

1

Off.

Page 3 of 9

L

Custodian of
Record Copy

Acct.

"

"

Svcs.

Retn. Class for
Dirt. Copies to
MWeices, Inst., Etc

N/A
N/A
N/A
N/A
N/A
N/A
N/A
2

2

N/A

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

N/A

N/A
N/A
N/A
N/A

N/A
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2220

2221

2225

2230

2231

2235

2236

2240

32-11

2243

2250

2251

2255

2300

2302

2310

2311

2312

2320

2321

2322

2323

2324

2325

2326

232:

1

. -
FACS REPORTS

Report Name

&0- 17
Cash Receipts Journal-Daily
Bo-76
Cash Receipts Journal-Month
Beo- 749
Customer Statement
Bo-80
Accounts Receivable
ec-81
Accounts Receivable by Fund Source
Bo-B2 . )
Accounts Receivable Aging
Bo -3
Accts. Receiveable-Current
Bo-84 o
Revenue File Update Proof Listing
2o -85 . .
Transaction Code Daily Activity
Ro -S>
Reévenue Update Errors
80"87 I
Customer Code Book- Alphabetic
SBo-891]
Customer Code Book-Numeric
Ro - 29
Customer Activity Report
Ko -90
Org./Proj. Budget Proof List
Ro-3|
Oorg./Proj. Amendment Proof List
-G
A%?\/ity Budget-1st Level
Ro-23
Activity Budget-2nd Level
Bo-a94
Activity Amendment
8o-a5
Initial Budget Load Control
Bo- 6
Initial Budget Load Activity Budget
2o-97
Initial Budget Load Dept. Budget
-9
Initial Budget Load 1st Level Org.
B8o-94
Initial Budget Load 2nd Level Org.
- oo
Initial Budget Load 3rd Level Org.
o~ o)
Initral Budget Load Organization
Bo-loy

Initial Budget Load Org./Proj.

Retention
lassification

1

Page 4 of 9

4

Custodian of
Record Copy

Off. Acct. Svcs.

”w

Off. Budg. Admin.

n

1

"
" LI |
"

Retn. Class fof
Dist. Copies to
Mfices, Inst., Etc.

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
2

2
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A ,
N/A
N/A
N/A
N/A
N/A

N/A
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2330

2331

2332

2333

2334

2335

2336

2337

2339

2340

2341

2342

2343

2344

2345

2346

2400

2401

2402

2403

2410

2411

2412

2413

2414

2420

Report Name
SBo- 03
Budget Amendment Control Totals

Ro-104
Amendment Activity Budget

Ao- 10D

Amendment Department Budget
c0- 106

Amendment 1st Level Org. Budget
SBo- 167

Amendment 2nd Level Org. Budget

Po- 108
Amendment 3rd Level Org. Budget

S0 - 10 ,
Amendment Organization Budget
Bo-110
Amendment Org./pProj. Budget
Bo-111
Budget Amendment Summary
20o- 1
Zero Organization Budgets
Ro- 1\

Zero Activity Budgets

So- 1Y
Organization Budg. Delete Proof List
RKRo-1\5
Organization Budget Deleted

o- W\
A%tivity Budg. Delete Proof List

Bo- 17T
Activity Budget Deleted
Bo- | |l& o
Budget Organ. by Activity

o- 114
D?partment General Ledger
fo-12.0
Fund Source General Ledger

o -12.)

Trust Fund General Ledger

Po-122
Appropriation General Ledger
Bo-123
Department Trial Balance
Ro-l24
Fund Source Trial Balance

o- Ix5
Trust Fund Trial Balance

o - 126 .
Appropriation Trial Balance
2o - 17
FS by Appn. Trial Balance
Ro- 128

Department Balance Sheet

€

FACS REPORTS

L]

Retention
Hassificatior

1
1
1/Mfiche
1
l/MFiche
1/ Mfiche
1/Mfiche

1/MFfiche

Page 5 of 9

Custodian of
Record Copy

Off. Budget Admin

1

Off. Acct. Svcs.

hetn. Class for
Dist. Copies to
)fﬁices,mlnst., Etrc‘

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

N/A

- N,



2421

2422

2423

2424

2440

2442

2443

2444

2445

2450

2451

2455

2470

2471

2472

2473

2474

2475

2476

2480

2481

2485

2495

2496

4000

.

Report Name

Bo- 129

Fund Source Balance Sheet

Bo- 130

Trust Fund Balance Sheet

Ro- 3t

Appropriation Balance Sheet
£o- 12

FS by Appn. Balance Sheet

Bo- 133

Manual Journal Vo. Summary

Bo- \3Y )

Journal Voucher Proof List

Bo>- 1BR5

Offline Journal Vo. Entry Report
Bo- 130

Offline Journal Vo. Error Report
o - 137

Journal Voucher Error Report
Bo- 138

Analysis of Surplus by Dept.
Bo- 1 BA

Analysis of Surplus by Appropriation
R2o- 1HO

Current Year Surplus

o -Ul o

QTD Expenditure Report-Activity
So-14%

QTD Expenditure Report-Budget unit
Bo-14y3 ;
QTD Expenditure Report-Deptl.

8o-1yd
QTD Expenditure Report-acty Sum.

&Ro-14yg

QTD Expenditure Report-8udy . Unit Sum-

mary

8o-146

QTD Expenditure Report-Dept. Summnary
2o-147

@TD Expenditure Report-Department
Summary by Budget

So-i4e i

baily Activity Correction Proof

Bo-14q ,
Daily Activity Correction Update

eo- 15

Certified Cost Exception Report

go-151 o
General ledger Activity

8o-162
pept, Journal Voucher Summary

8o-
Department Budget Comparison-Month

T

FACS REPORTS

Retention
Classitication

1
1/Hfiche
WUMFiche
l/Mfiche
1

2

1

1/Mfiche

Page 6 of 9

Custodian of
Record Copy

Off. Acct. Svcs.

n

"

"

Retn. Class for
Dirt. Copier to

Offices, Inst., Etc.

N/A
N/A
N/A
N/A
2

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

N/A

N/A

N/A

N/A
N/A
N/A
N/A
N/A

N/A
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Report #

4001
4002
4003
4004
4005
4013
4014
4021
4022
4023
4024
4030
4031
4040
4041
4042
4043
4044
4045
4050
4051
4052
4053
4054
4055

4060

4061

o,

FACS REPORTS

Report Nave

[ S

Bo-184
1st Level Org. Budget Comparison-Month
B86-155
2nd Level Org. Budget Comparison-Nunth
2c- 156
3rd Level Org. Budget Comparison-Month
2c-1857
4th Level Org. Budget Comparison-Month
Po-156
Oorg./Proj . Budget Comparison
fo-154
Cost Center Summary
Ro-1606
Sub-Cost Center Summary
8o -lkl
object Code Analysis, 1st Level Org.
Ro-l1b2
object Code Analysis, 2nd Level oOrg.
Ro-163
Object Code Analysis, 3rd Level org.
o U
Object Code Analysis, 4th Level Org.
Ro- 65
lst Level Prog. Budg. Comp. Mon.
2o -6
2nd Level Prog. Budg. Comp. M.
sBo-lT
Department Admendment
> -l
Division Amendment
€30- 19
Sub-Dpidivision Amendment
Boe ~-|70
Cost Center Amendment
2o -\
Sub-Cost Center Amendment
Bo-1T2 '
Org./Proj. Au«,wo\ M.J.v-'\'
o-173
DeBpartment Combined Amendment
2174
Ist Level Combined Amendment
Bo- 115
2nd Level Combined Amendment
Bo- 176
3rd Level Combined Amendment
&c-117
4th Level Combined Amendment
Eo-11
org./Proj. Combined Amendment
SBo-\T74
Department Budget
Se-120

lst Level Organization Budget

Retention
levification

UMt iche
1/Mfiche
1/Mfiche
1/Mfiche
1

1

1
1
l/Mfiche

1/Mfiche

Page 7 of 9

Custodian of
Record Copy

Off. Acct. Svcs.

1
"
"
n

M

"

Off. Budg. admin.

14
"
H

n

Retn Class for
Dist. Copias to
iffices, Inst., Exc

N/A
N/A
N/A
N/Aa
N/A
N/A
N/A
N/A
N/A
N/A
N/A

N/A
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4064

4065

4100

4101

4102

4103

4104

4105

4110

4120

4200

4201

4202

4203

4204

4205

4230

4231

7200

7202

7203

7205

7209

7219

7225

-,

FACS REPORTS

Report Name

Bo-lgl
2nd Level Organization Budget

=] 2L o
3rd Level Organization Budget

eo -85
Sub-Cost Center Budget

PBo- 2y

org./Proj. Budget

- 185
Department Project summary

Po- 2t
1st Level Project Sumary

eo-1eT |
2nd Level Project Summary

Bo-ise

3rd Level Project Summary
eo- 19
Proj./org. Project Summary

"Bo- 196
Org./Proj. Project summary

o -l

L(%ter o? (Credit
Bc-192

Fund Source Management

2c- 193 _

pept, Budget Comparison-Quarter
Bo-1ay4

1st Level Org. Budget Comparison-Qtr.

SN :

2nd Level Org. Budget Comparison-Qtr.
Bo - |

3rd Levlel %rg. Budget Comparison-Qtr.

%o—l T
4t Levﬁ org. Budget Comparison-Qtr

Ko -168 _
Oorg./Proj. Budget Comparison-Quarterly

o -(Q

138t LevquProg- Budget Comparison-Qtr.
Bo - o0 _

2nd Level Prog. Budget Comparison-Qtr
£ 20\

Audit Check Inventory Report
002

Travel Expenses
Ro-163

1099"s Report

Per Diem and Fee Report

2o 2065
Detail Expense by SCOA

o -2
De%@l Expense by 2nd Level Act.
RO 207 :

U U S T

Cost Allocation %'s Report per. Serviceg 1

T

Retention
Classification

2

1/MFiche
1/Mfiche
1/MFiche
IMFiche
1/Mfiche
1

1/Mfiche
2

I/MFiche
l/Mfiche
1/Mfiche
1/Mfiche
1/Mfiche
1

1/Mfiche
1/Mfiche
1

1.

SO _4“,,‘ P

14

\ ]

Custodian of
Record Copy

Off. Budg. admin.

"

"

n

. Sves.,
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Retn, Class for

Dist. Copies to
Ofﬁce;, inst., Etc.

2
2
2
2
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

N/A

N/A
N/A
N/A

N/A

N/A
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7300

1/1407
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1 13

FACS REPORTS

Report Namse

Bo-208
petail Expense by 1st Level Act.

Ec—-2.09

judit & Outstanding Check Report

Retention
lassificatior

Page 9

Custodian of
Record Copy

Off. Acct. Svcs

L

of ¢

Retn. Class for
Dist. Copier to
Dffices, Inst , Etc

2

N/A




